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TO

FROM

SUBJECT:

EFFECTI VE

CONCERNED

CONTACT:

Di vi sion Chiefs FOD No. : 02-27a
Enpl oyment Devel opnent Admini strators |ssued: APR 08, 2002
Manager s Expi r es: APR 07, 2003

Unenpl oynent | nsurance Branch
Unenpl oynment | nsurance Division

| NTRODUCTI ON OF eAppl y4Ul, PHASE 2
(Revision to Section Il C, U Call Center Staff ClaimFiling
I nstructions)

DATE: April 8, 2002

STAFF: Al EDD Staff

NAME TELEPHONE
Cust oner (916) 654-9305
Service (916) 654-8609
Uni t

TAO ID: U . Questions
E- Mai | Address: Questions, U @DDEMC2
Contact Ul DCO Address: Ul CSU@dd. ca. gov

| . PURPOSE/ BACKGROUND

A

The purpose of this nessage is to announce the rel ease of Phase 2
of the eApply4Ul application and to clarify and update procedures
and instructions for handling eApply4U and DE 1101 |
applications. Wth Phase 2 of eApply4U , the Department is
shifting the enphasis away fromthe paper DE 1101 | to the
Internet eApplyd4U . The DE 1101 | will renain available to
claimants and enpl oyers who require or prefer the paper
application.

I n August 2001, the eApply4U application was devel oped and

i ntroduced in order to offer an enhanced on-line application to
claimants and staff. For Phase 2, eApply4U is further enhanced
to offer claimants on-line subni ssion of applications. Wen a
clai mant subnits an eAppl y4Ul application, they will receive a
confirmtion nunber to confirmtheir subm ssion. The
application record will be stored in a database and | ater
retrieved and processed by EDD staff.

Furt her enhancerments are planned for the eApply4U on-line
application, including the on-line subm ssion of Spanish eAppl y4Ul
applications. Note: Only the English version of eApply4U nmay be
subnmitted on-line with this release. Staff will be nade aware of
t he changes as they becone avail abl e.

Certain clainmants may experience difficulties with the eAppl y4Ul
application due to their unique conputer and browser
characteristics and settings. |Information is provided to the
claimant on how to reset their conputer to a nore conpatible
setting and links are provided to upgrade their browser.
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Additionally, and in the event the claimant remains unable to
use the eAppl y4U application or chooses not to change their
settings or browser, information is provided to claimants on
how to file their U clains by phoning one of the 1-800

nunbers or by accessing and printing a DE 1101 | U application

C. If claimants report to a Job Service (JS) site, a Disability
Insurance (DI) office, or a Tax site, and indicate that they have
been unable to access the tel ephone systemto file a U claim
staff will provide claimants the foll owi ng choi ces and
assi st ance:

* |f the claimnt has access to a conputer, staff should provide
i nfornati on about the eApply4U application and how to access
it. Provide the EDD website address, ww. edd. ca.gov and/or the
eAppl y4Ul address, www. edd. ca. gov/ eappl y4ui to the clai mant.

* |f the claimant prefers conpleting a formin the Spani sh
| anguage, refer themto the Spani sh eApply4Ul application

* |f the claimant prefers a paper form staff should provide a
DE 1101 | U application

1. PROCEDURES/ | NSTRUCTI ONS
A.  Accessing the eApply4U application via the Internet:
1. Accessing the eApply4U application via the Internet:
a. Access the Internet.
b. Go to the EDD hone page by typi ng ww. edd. ca.gov in the

address field.
c. Cdick on "U Application" at the upper right or

on "For Your Benefit..." at the m ddle bottom of the
screen.

d. dick on "eApplyd4U ."
- OR -

a. Access the Internet.
b. Type in the eAppl y4U address, ww. edd. ca. gov/ eappl y4Ul

B. U Call Center Staff Access to eApply4U Application Records:

1. Selected Call Center staff will have access to the eAppl y4Ul
application records in the eAppl y4dU database. These staff
will print application records so that they nay be
distributed to claimfiling staff. Instructions for accessing
t he eAppl y4Ul application records will be avail able on
DocuShare on the U D - Central Ofice Informati on Resources
page. The docunent is called eApply4U Print Instructions and
may be accessed as follows by those staff who are designated
to access and print eApply4U records:

a. Access the Internet by clicking on the Internet icon.

b. At InsideEDD, click on the Docushare link at the bottom of
the left side selection nmenu.

c. Cick on JS/U Branch

d. Scroll down and sel ect Unenpl oynent |nsurance Division
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C u
1.
2.

C. JS
1.

e. Select UD- Central Ofice.
f. Select eApply4U Print Instructions.

Call Center Staff ClaimFiling Instructions:

Procedures for processing eApply4U clains remin unchanged
fromthose referred to in the U Manual guide "Internet Ul
Application Procedures,” 080-03.

If a claimant phones the 1-800 nunber and indicates that they
have submtted a claimover the Internet, staff should do the
fol |l owi ng:

a. Caimants who use the eAppl y4U application are REV
asked to allow 10 days for receipt of claim REV
mat eri al s before phoning one of the 1-800 phone REV
nunbers. It is inmportant that staff first verify REV
if a claimhas been filed. If no claimhas REV
been filed, FILE THE CLAIM REV

b. If the claimant indicates that they are calling in REV
10 days or nore after submitting their eAppl y4Ul REV
application, and no claimhas been filed, REV
FILE THE CLAIM After the claimhas been filed,
send a nessage to U DCO fromthe U Il hone page,

by taking the follow ng steps:

Access the Internet

Type uiii in the address field and press Enter.

In the Request field, select U System Problem

Type eApplydU in the field Screens Affected.

In the field Describe Problem type in the follow ng
information: SSN, Cainmant Last Name, Confirmation
Number (if known), Date Submitted - No claimfiled.

Pl ease research.

6. Cick on the Submit Form button.

grwONE

Note: We need this information to nmonitor how NEW
the systemis working. As potenti al NEW
Web problens are identified, we wll NEW
i ntroduce system changes. NEW

Not e: eAppl y4Ul claimants will receive a confirmation number

when they subnit their claimto the Departnent over
the Internet. This nunber is provided to the clai nant
only as proof of their application subm ssion.

DI and Tax Staff Instructions:

If a claimant reports to a JS site, a DI office, or a Tax
site, and indicates that he/she has been unable to access the
t el ephone systemto file a U claim staff in these offices
wi I | now provide the claimnt the followi ng choices and

assi st ance:

a. |If the clainmant has access to a conputer, staff should

provi de informati on about the eApply4U application and
how to access it. Provide the EDD web site address,
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www. edd. ca. gov and/or the eAppl y4Ul address,
www. edd. ca. gov/ eappl y4ui

Note: A future enhancenent will provide JS and U
custoners with Iinks between Cal JOBS and eAppl y4Ul

b. If the claimant prefers conpleting a formin the Spanish
| anguage, please refer themto the Spanish eAppl y4Ul
application. The application nust be nailed or faxed in
to the Department for processing. A future enhancenment to
the eAppl y4U application is planned to all ow subm ssion
of the Spanish eAppl y4U application over the Internet.
For now, Spani sh eAppl y4U applications nust be mailed or
faxed in for processing.

c. |If the clainmant prefers a paper form staff may provide
a DE 1101 I U application. |If the claimnt requires
assistance in conpleting the application, staff wll
assist the claimant in conpleting the form Procedures
for conpleting the DE 1101 | application are unchanged
fromthose described in FOD No. 01-38b issued
February 8, 2002

2. Al U Program Questions or Questions relating to Fax
Transm ssi on Probl ens:

Fol | ow est abli shed PSP procedures or procedures discussed in
FOD No. 01-38b

I11. REFERENCES

PSP Procedures - Job Service Manual and U Manual

FOD 02-011

FOD 01- 147

FOD 01-381

FOD 01-43

FOD 01- 38b

Processing Internet Application for U Benefits guide card

I'V. ADDI TI ONAL MATERI AL

None

/'S DEBORAH L. BRONOW
Deputy Director
Unenpl oynment | nsurance Branch
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